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I NTRODUCTION

ºThis Power Point presentation has been 

prepared for election inspectors appointed 

to work in a precinct in which the ñICPò 

(ImageCast Precinct) voting system is used

ºIncluded is a review of the laws, rules and 

procedures governing the operation of the 

polling place and the duties that must be 

carried out by the board of election 

inspectors on election day 



AGENDA

ºSwearing-in and signing Oaths

ºOpening the polls

ºProcessing voters

ºCampaigning at the polls and exit pollsters

ºChallengers and poll watchers

ºAssisting voters cast ballots

ºSpoiled and exposed ballots/òWhat Ifôsò

ºVoters who have moved

ºMissing registrations



AGENDA (CONTINUED )

ºClosing the polls (Precinct Canvass)

·Reconciling total ballots cast vs total voters

·Preparing the Statements of Votes

·Processing Write-in votes 

·Ballot Security (Seals)



OPENING THE POLLS

The following tasks must be 
performed prior to the opening 
of the polls

·Take and sign the 
constitutional oath of office

·Check all forms and supplies.

·Confirm that you have the 
correct ballots for your 
precinct.

·Establish a barrier to 
separate the voting area from 
the public portion of the room



ELECTRONIC POLL BOOK

ÁSet up your Electronic Poll 

Book on the check-in table

ÁBe sure your power strip is 

ñOnò so the computer is not 

running on battery power

ÁEnter passwords and proceed 

to do your first back-up of the 

day

Á Check your ballot numbers 

and be prepared to enter the 

correct starting number.



OPENING THE POLLS (CONTINUED )

·Position voting stations and tabulator 

in voting area so as to ensure ballot 

secrecy

· Inspect all three compartments of the 

ballot box -- Auxiliary (back), Write-In 

(right/closed flap inside main) and 

Main (right) 

·Verify that the tabulator serial number 

and tabulator seal number agree with 

the ñClerksô Preparation Certificateò 

(Do not remove the tabulator seal!)



OPENING THE POLLS (CONTINUED )

·Set the tabulator up according to the Clerkôs 
instructions

·Ensure the Write-In flap is closed inside the main 
bin of the tabulator

·Ensure the Modem Access Panel is sealed

·Ensure the Memory Cards in the front are sealed

·Tabulator should be positioned near electrical 
outlet with the front of the tabulator facing away 
from the processing and public areas ïballot 
secrecy must be preserved!

·Unwind the power cord from the ñtrunkò of the 
tabulator and plug into Surge Protector.



OPENING THE POLLS (CONTINUED )

·All inspectors must sign the bottom of the tape and 
complete and sign the ñElection Inspectors 
Preparation Certificateò. 

·Tear off tape and put in Local Clerk Envelope.

·Verify that the public count reads zero; throughout 
the election, the public count will increase by 1 for 
each ballot tabulated

·The polls must be ready and open for voting at 7:00 
a.m.



CHECK AND BALANCE PROCEDURE

ºThe following duties must be performed by two
inspectors of different political party affiliations:

·Assisting voters after they have entered the voting 
booth

·Opening the tabulator while the polls are open

·Sealing ballot containers, programs/memory units and 
special envelopes

·Delivering ballot containers programs/memory units 
and special envelopes after the close of the polls



PROCESSING VOTERS (CONTINUED )

ºOffering Instruction

·Always offer instructions 
on all aspects of the 
voting process including 
how to cast a write-in 
vote

·Warn that you cannot 
vote for more candidates 
than the number stated in 
the office heading (Over 
vote)

· If a partisan primary,     
remind voters that they 
cannot vote in more than 
one party column 
(Crossover or Split ticket 
voting is permitted in 
general elections only)

·Never attempt to 
influence the voterôs 
choices



PROCESSING VOTERS (CONTINUED )

ºOffering Instruction

· If the voter asks for additional instruction after 
entering the voting booth, two inspectors of 
different political party affiliations must provide the 
instruction

·Be sure to offer the chance to vote independently 
by using the Voter Assisted Terminal, ICX

· If the voter needs additional assistance with voting 
the ballot refer to ñAssisting Voters Cast Ballotsò



PROCESSING VOTERS (CONTINUED )

ºEach voter must complete an Application to 

Vote as follows:

·Signature - Any variation of the legal name is 

acceptable; the printed name is optional

·Present Street Address ïNot necessarily the 

registration address

·Day and month of birth ïYear of birth is 

optional

·New Forms will have a Citizenship Question





PROCESSING VOTERS (CONTINUED )

ºVoter ID

·Every voter is required by State law to show a 

valid photo ID before being issued a ballot.

·A list of acceptable ID is available at the 

precinct

· If a voter is unable to show ID, he/she will be 

required to sign an affidavit before being 

allowed to vote.



PROCESSING VOTERS (CONTINUED )

ºIf it is okay with the voter, swipe his/her Driverôs 

License in the scanner of the EPB

ºCheck to see if the voter was issued an absent voter 

ballot by checking the bottom of the middle section of 

the EPB screen (the RED ñ?ò by the voterôs name)

· If an absent voter ballot has been issued, the ballot must 

be surrendered; write ñCanceled ïVoted in Personò on the 

AV envelope and make a notation in the Remarks Section 

of the Electronic Poll Book

· If the voter is unable to surrender the absent voter ballot 

contact the clerk for instruction

· If the Clerk gives the OK, you will have the voter sign a 

ñLost Ballot Affidavitò before you can process the voter.



PROCESSING VOTERS (CONTINUED )

ºIf a voter has a ñ?ò 
by the voterôs 
name ïlook at the 
lower center 
portion of your 
EPB screen (also 
written in red)

º If required, have the 
voter complete a 
new Voter 
Registration Form



PROCESSING VOTERS (CONTINUED )

ºCompare the day and month of birth and 

present residential address on the Application 

to Vote to the information in your Electronic 

Poll Book

· If the day and month of birth does not agree, 

attempt to ascertain the reason for the discrepancy

·If the addresses are different refer to ñVoters Who 

Have Movedò



PROCESSING VOTERS (CONTINUED )

º Initial the Application to Vote to indicate that approval 
to vote has been granted

ºYou will then process the voter using the Electronic 
Poll Book (EPB)

ºRecord the ballot number on the Application to Vote 



PROCESSING VOTERS (CONTINUED )

ºIssuing the ballot 

·Enter the correct ballot number into the Electronic 

Poll Book, always being careful to compare your 

actual ballot with the number on the screen

·Place the ballot into a secrecy sleeve so that the 

stub is exposed and hand to voter

·A secrecy sleeve must be provided with every 

ballot issued



PROCESSING VOTERS (CONTINUED )

ºPreserving ballot secrecy

· Inspectors must remain at least 10 feet away from 

the tabulator while votes are exposed

· If a ballot is rejected, inspectors may not approach 

the tabulator until the ballot is concealed

·Always refer to the ñscriptò provided by the Bureau 

of Elections when explaining the reason(s) for 

rejection to a voter  (A copy is included in your 

precinct supplies)



PROCESSING VOTERS (CONTINUED )

ºReceiving the voted ballot

·To ensure ballot secrecy, the ballot must be 

inserted in the secrecy sleeve with the stub 

exposed 

ºVerify the number on the ballot stub against 

the ballot number recorded on the Application 

to Vote

·Remove the ballot stub and instruct the voter to 

feed the ballot into the tabulator

·If the tabulator returns the ballot refer to ñWhat Ifôsò



CAMPAIGNING AT POLLS

ºCampaigning is not allowed 
within 100 feet from any 
exterior entrance to the 
building that is used by voters
· Inspectors have the right to ask 

voters inside the precinct to 
remove campaign buttons and 
conceal literature or clothing 
bearing campaign information



CAMPAIGNING AT POLLS (CONTINUED )

·Vehicles bearing campaign information may park 

within 100 feet only while the driver and 

passengers are voting

·Repeat violations must be reported to the City 

Clerk or local law enforcement

·School property is Public Property and therefore no 

campaign signage should be placed on it.



EXIT POLLSTERS

ºExit pollsters are persons 
employed to survey electors after
they have voted

·Pollsters must remain at least 20 feet 
away from the exterior exits used by 
voters

·Pollsters may not enter the building

·Pollsters may not question persons 
entering the building



CHALLENGERS

ºChallengers are appointed by political 
parties and interest groups; challengers 
may:

·Observe the processing of voters and ballots 
from inside the processing area

·Visually examine all equipment, forms and 
records

·Challenge a personôs qualifications to vote

·Challenge the actions of election inspectors

·Serve in more than one precinct (no more than 
two per precinct per political party or group)



CHALLENGERS (CONTINUED )

ºChallengers must:

·Possess and display to the chairperson or 
inspector upon entering the polls, a 
ñchallenger cardò issued by the party or 
group that they represent 

·Conduct themselves in an orderly manner 
and may not touch any election materials or 
equipment

·Not campaign or display campaign materials



POLL WATCHERS

ºPoll watchers are members of the public 
who are interested in observing the 
processing of voters

·Poll watchers do not have to be registered voters and 
are not required to provide advance notification of 
their intent to be present at the polls on election day

·Poll watchers must remain in the public area and may 
not enter the processing area unless granted 
permission to do so but must immediately return to 
the public area



POLL WATCHERS (CONTINUED )

ºPoll watchers may not:

·Campaign

·Question voters

· Interfere with the processing of voters

·Challenge a personôs voting rights or the actions of 

election inspectors



ASSISTING VOTERS CAST BALLOTS

ºA complete record must be 
made on the remarks page 
whenever a voter receives 
assistance

ºUnder state law two 
inspectors of different political 
parties must assist the voter

ºUnder federal law a voter who 
is blind, disabled or unable to 
read or write may designate a 
person to assist him or her



ASSISTING VOTERS CAST BALLOTS (CONTINUED )

ºUnder federal law the following questions 

must be asked:

·The voter is asked ñAre you requesting assistance 

to vote by reason of blindness, disability or 

inability to read or write?ò  The voter must answer 

yes.

·The assistant is asked ñAre you the voterôs 

employer or agent of that employer or an officer or 

agent of a union to which the voter belongs?ò  The 

assistant must answer no.



òWHAT IFõSó

ºPower Outage 

·Unlock the Auxiliary Compartment (back top), open 

ballot slot, relock and spin Tabulator around.

·Continue issuing ballots;

·Ballots placed into the Auxiliary Compartment are 

not tabulated until after 8:00 p.m. unless instructed 

to do so by the City Clerkôs Office.

·Your EPB will work on battery for a time. Be sure to 

back-up. 

·Take out your paper Poll Book and Precinct List so 

you will be able to process voter after the battery 

quits.



òWHAT IFõSó (CONTINUED )

ºBallot Jam 

· Instruct the voter to return his/her ballot to the 

secrecy envelope; approach the tabulator and 

compare public counter total to poll book total to 

determine if the ballot has been counted 

· If the ballot has not been tabulated, re-insert or 

issue a replacement ballot if the first ballot is 

damaged

· If the ballot has been tabulated, no further action is 

required

·If the ballot is truly ñjammedò in the ICP, call the 

Clerkôs office immediately. Use the Auxiliary 

Compartment



òWHAT IFõSó (CONTINUED )

ºBallot Jam 

·Ballot Jamôs are often caused by the ballots not 

lying flat in the bin. A Democrat and a Republican 

should open the right side of the bin and tap down 

the ballots during a slow period.

· If you are busy and cannot compare the tabulator 

number to the Poll Book number, DO NOT feed the 

ballot through. Hold the ballot in the Auxillary Bin 

until the end of the day.



òWHAT IFõSó (CONTINUED )

ºRejected Ballots ïAll rejected ballots must be 

inspected by the voter to verify the reason for 

the rejection.  (Note: All rejected absent voter ballots 

must be inspected by an election inspector to verify the 

reason for the rejection.) 

ºThe override function is used only as a last 

resort! Voters must always be encouraged to 

accept a replacement ballot.  



òWHAT IFõSó (CONTINUED )

ºRejected Ballots - Ballots may be rejected for the 
following reasons:

·Over vote ïno votes will count for the over voted 

office(s) or proposals (See ñSpoiled Ballotsò)

·Blank or Un-Voted ïno votes will count on the ballot
(May be re-voted by the voter; offer voting instructions)

·Crossover vote ïIf a partisan primary ballot, no votes 

will count within the partisan section of the ballot (See 
ñSpoiled Ballotsò)

·Other defects or problems, may not be overridden 
(Contact the Clerk for instruction)



òWHAT IFõSó (CONTINUED )

ºñFalse Readsò ïA false read results when the 

tabulator is unable to distinguish between a 

vote and an attempted correction, stray mark 

or invalid write-in vote  



VOTERS WHO H AVE M OVED

ºMove made within same city 

or township 

·Have the voter complete an 

Election Day Change of Address 

Notice (found in the Forms 

envelope in the Precinct Supply 

Case).

·Deliver the completed notice to 

the clerk in the ñLocal Clerkò 

envelope at the close of the polls



VOTERS WHO H AVE M OVED (CONTINUED )

ºMove made to a different city or township

· If the move was made within 60 days of the 
election and the voter has not reregistered in the 
new city or township, have the voter complete a 
Cancellation Authorization 

·Deliver the completed notice to the clerk in the 
ñLocal Clerkò envelope at the close of the polls



M ISSING REGISTRATION

ºThere are four reasons why a 
voterôs name may not appear 
on the QVFprecinct list é

·Voter did not register on or before the 
close of registration deadline

·Voter is at the wrong polling place

·Voterôs record is lost or misfiled

·Voterôs registration has been cancelled



M ISSING REGISTRATION (CONTINUED )

ºTake the following actions:

·Confirm that the voter is at the correct polling location

·Ask the voter if he/she registered on or before the 

registration deadline

ºIf yes, ask to see the voters registration receipt 

Call the Clerkôs office to confirm any information!



M ISSING REGISTRATION (CONTINUED )

ºIf the voter 1) did not register in the same 

precinct or, 2) registered after the deadline or, 

3) is not at least 18 years of age, or 4) is 

unable to produce a receipt, refer to 

ñPROVISIONAL BALLOT 4ïSTEP 

PROCEDUREò

ºCall the Clerkôs Office for direction!



PROVISIONAL BALLOT

4ðSTEP PROCEDURE

ºIf an elector, who completes an Application 

to Vote, does not appear on the Electronic 

Poll Book, and is not otherwise qualified to 

vote, the 4-Step Procedure form must be 

completed before a ballot can be issued

ºCall the Clerkôs Office for direction!



PROVISIONAL BALLOT

4ðSTEP PROCEDURE (CONTINUED )

ºThe 4 steps include:

·Completion of an affidavit of qualification (Under 
penalty of perjury)

·Completion of a new voter registration application

· Inspector responds to 4 questions

·The above three items are all contained on the 
Yellow Form

·A ñchallengedò ballot is issued, voted and tabulated, 
or issued, voted and returned to the clerk in a 
security envelope for later review

·Call the Clerkôs Office for direction!



SPOILED BALLOTS

ºSpoiled Ballots - A voter who spoils his/her 

ballot must be encouraged to vote a new 

ballot

· Instruct the voter to place his/her ballot into the 

secrecy sleeve and return it to the processing 

table 

·Adjust the original Application to Vote and 

Electronic Poll Book entry



SPOILED BALLOTS (CONTINUED )

·Without exposing any votes, write the word 
ñSpoiledò across the top of the original ballot

·Remove the ballot stub and ask the voter to 
place the original ballot and stub into the 
ñSPOILED BALLOTSò envelope



DEFECTIVE BALLOTS

ºOn occasion, a ballot may be rejected due to 

printing errors or other flaws 

· Instruct the voter to place his/her ballot into the 

secrecy sleeve and return it to the processing table 

·Adjust the original Application to Vote and issue a 

new ballot using the proper procedure in the 

Electronic Poll Book

·Without exposing any votes, write the word 
ñDefectiveò across the top of the original ballot

·Remove the ballot stub and ask the voter to place 
the original ballot and stub into the ñDEFECTIVE 
BALLOTSò envelope



EXPOSED BALLOTS

ºIf a voter deliberately shows any person in 
the polling place how he or she has voted 
(Exception: A minor child may accompany the voter in the voting 
booth)

·The ballot is void and is not tabulated 

·The voter is not permitted to vote 

·Mark the ballot ñREJECTED FOR EXPOSUREò

·Write ñREJECTEDò with an explanation in the 
Remarks section of the Electronic Poll Book

·Prepare a special envelope labeled ñREJECTED 
FOR EXPOSUREò 

·Remove the ballot stub and, without further exposing 
any votes, place both the ballot and stub inside the 
special envelope

·THIS HAS NOT HAPPENED IN LIVONIA IN 10+ 
YEARS, VERY UNUSUAL



CLOSING THE POLLS

ºThe polls officially close at 8:00 p.m.

ºGo to the back of the line of voters and hand 

out Applications to Vote to each person that has 

arrived before the 8:00 p.m. closing time.

ºAfter all ballots have been tabulated, including 

ballots that were placed into the Auxiliary 

Compartment, complete the following steps:
· Remove any items from the table that are not needed

· Start to disassemble the voting booths, ICX Voter Assisted 

Terminals, etc.



CLOSING THE POLLS (CONTINUED )

ºCompare the Public Counter total to the total 
number of voters according to the poll lists. 
(Electronic Poll Book and Applications to Vote)
The three numbers must agree!

·Next, check to see that all ballots requiring 
duplication have been duplicated and tabulated 
(Note: Ballots requiring duplication will be found in 
the Auxiliary Compartment of the ballot container.)



PUBLICCOUNTERMUSTAGREEWITHTHEELECTRONIC

POLLBOOKANDAPPLICATIONSTOVOTE
CHECKINGTHESENUMBERSTHROUGHOUTTHEDAYWILLMAKECLOSINGEASIER!

ICP Tabulator (LCD Screen) Electronic Poll Book (EPB)



CLOSING THE POLLS (CONTINUED )

ÅPrint Totals Tapes

· Insert the Security Key 

(iButton). The Administrative 

Menu will appear.

·Select CLOSE POLL from 

the menu.



CLOSING THE POLLS (CONTINUED )

ÅPrint Totals Tapes (cont.) 

ɆEnter the password 
(i.e.12345678), Press ENTER

ɆSelect YES in answer to the 
question ñAre you certain you 
wish to close poll?ò



CLOSING THE POLLS (CONTINUED )

ÅPrint Totals Tapes (cont.)

ɆIf 3-4 copies of the totals tape 
print with no problem, select 
NO in answer to the question 
ñWould you like to print more 
copies of this report?ò



CLOSING THE POLLS (CONTINUED )

ÅModem Results

ɆCut the seal on the Modem 
compartment.

ɆRemove the Modem from the 
storage ñtrunk.ò

ɆConnect the yellow end of the 
blue cord into the modem 
outlet.

ɆFrom the ñReady to Transmitò 
screen, select ñOKò on the 
screen.



CLOSING THE POLLS (CONTINUED )

ÅModem Results (cont.) 

ɆThese screen will appear as 
the transmission takes 
place.

ɆWhen you see ñFile 
successfully transmitted 
to serveréò you know the 
files have been sent.

ɆThe screen will return to the 
Administrative menu.

ɆThe system will 
automatically connect 
first to Wayne County 
then to the City of 
Livonia. 

ɆWhen complete, a short 
tape will print with 
transmission details. This 
tape should be included 
with one of the totals 
tapes in the City Clerk 
envelope.



CLOSING THE POLLS (CONTINUED )

ÅPower Down

ɆFrom the Closed menu, select 
POWER DOWN.

ɆñAre you certain you wish to 
shut down tabulator?ò, select 
YES.

ɆUnplug the modem, store in 
the ñtrunkò on top of the 
tabulator.

ɆUnplug the tabulator, wind the 
cord neatly into the ñtrunk.ò



CLOSING THE POLLS (CONTINUED )

ºEmpty the Ballot Box 
º Using the key, open the main door to the 

ballot containment area.

º Two election inspectors, a Democrat and a 

Republican, will empty all voted ballots into 

the blue ballot bag.

º ALL BALLOTS should be removed 

before proceeding to the next step!



Empty the Write-In Compartment

After removing all ballots and securing them in the 

ballot bag, remove the pull-tight seal from the 

write-in compartment. 

Once the seal has been cut off, access the 

compartment by pushing up on the door about 1 

inch until it hits the top stop.

The door will swing open. 

Remove all Write-in Ballots to process votes.

Close and lock the main door. 

The Write -In Compartment



CLOSING THE POLLS (CONTINUED )

ºProcessing Write-in Votes

·All ballots containing write-in votes must be visually 

reviewed to determine whether the write-in vote is 

valid

ºFor a write-in vote to be valid, the voter must:
· 1) Write in the blank space provided under the office 

involved, the name of a candidate that has declared his/her 

intent to seek the office, and (Note: If a partisan primary, the 

vote must be recorded in the proper party column.)

· 2) Record the vote by making a mark in the corresponding 

target area of the ballot



CLOSING THE POLLS (CONTINUED )

ºProcessing Write-in Votes (Continued)

· If the write-in vote is in-valid, determine if the write-in, 

in combination with other votes cast under the same 

office caused an over vote  

· If the write-in vote is valid, tally the vote on the 

Statement of Votes in the Poll Book

ºWhen tallying valid write-in votes, the name of each 

write-in candidate must be recorded in the Poll Book on 

the Statement of Votes as written by the voter; a 

separate record is made for each variation:

· Bob Smith, Trustee, 3 votes 

· Robert Smith, Trustee, 2 votes



CLOSING THE POLLS (CONTINUED )

Removing the Memory 
Card

ɆWith your scissors, cut the 
white seal on the ICP. 
Remove and discard.

ɆOpen both small doors. 

ɆPush the little black buttons, 
the Memory Cards will pop 
out.

ÅIMPORTANT! Both

memory cards must be 

returned to City Hall!


